NEOGOV Perform

Employee
Reference Guide

This reference guide explains setting up your NeoGov account, rating your Self-Evaluation, and
approving your evaluation.
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A — Activating your NeoGov Account

For first time users, Human Resources will create your account. NeoGov will send the new user an
automated email with the login information. New users will have 24 hours to activate their
account.

Returning users will use the same username/password combination as before. HR can assist in
resetting your password if locked out.

B — Employee Self-Evaluation

Most departments that use NeoGov Perform for online performance evaluations offer the
employee an opportunity to rate his/her own performance annually. Employees will be prompted
via email notification when your self-evaluation is coming due (generally two to three weeks in
advance of the deadline).

If an employee has been tasked to complete a self-evaluation, the rating task will appear in the
My Tasks section of the Dashboard. The rating task should be found under the Rating box. If
it does not appear, the evaluation has not yet been activated and is still in a Draft status, which
means your supervisor is making changes to your individual evaluation to possibly add or edit
goals/objectives.

To start rating the evaluation, select the Rate (star) icon from the My Tasks section of the
Dashboard:
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This will take you directly into the Performance Evaluation Rating form.

back to evaluation detail page m
Caleb Johnson < i
‘ Ratings for Caleb Johnson 2016
COMPETENCY SECTION | TEXT ONLY
Competency Section A Competency Section

Overall Comments

B summary

The evaluation Rating Form consists of a section navigation menu at the left hand side that
displays all sections on your evaluation. Clicking on a section will display the section items that
are to be rated in the center screen. Click on an item to open a fly-out page to begin rating.

Select a Rating from the rating scale provided. If there is no scale provided, enter comments
only:

Py ST m -
Done
Competency Section
Initiative
Actively seeks out opportunities to help the organization achieve its gosls and mission
Rating Scale  requres @ [ Comments
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Writing Assistant

NOTE: Fond du Lac County uses numeric scoring, wherein numeric values of each rating scale
level will be displayed. However, if numeric scoring is not used, the numeric values will be
replaced by checkmarks.

To view a more detailed description of the rating scale levels provided by HR, click on information

icon to the right of Rating Scale. The additional details can assist in understanding the definition
of each rating level:

2 © NEOGOV 2016 Adapted for Fond du Lac County



Rating Scale * required

I/ 5 \\ Excellent — The employee's performance
— consistently exceeds the job requirements. The
job requirements are accomplished with
creativity, vision, and responsible risk-taking.
This employee performs with thorough,
efficient, and superior effort.

I/A\\ Above Average — The employee's performance
""" is consistently above average, but there are
areas for growth. The employee's performance
reflects good effort, skills, and attitude

N
('3 ) Meets Expectations — The employee’s
\
~  performance consistently meets the job
requirements of the position

(2 improvement Needed — The employee's

"~ performance is inconsistent and often
ineffective. Minimum requirements for the job
are often not met. Job requirements are
occasionally met, yet on an inconsistent basis

N
(1 ) Unsatisfactory — The employee's performance
N
~  consistently fails to meet the minimum
requirements of the job.

TN
(0 ) N/A — Not Observed or Not Applicable
=/

Click the x in the upper right to close the window and return to the rating form.

NOTE: Your self-evaluation is not weighted. Only the supervisor’s (and potentially any additional
raters’) scores make up 100% of your overall evaluation score.

Move to the next rating item by clicking the Next > button in the upper right.
Repeat the process to rate each item in the rating form. If a goal or competency has been

missed, a red triangle will appear next to the section name and the missed item will be
highlighted in red within the Content Section.
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O Competency Section

TIP! It is not necessary to click any save button as data entered in each rating card is
automatically saved every few seconds. The auto-save displays when the data is saving or is
saved.

For a complete overview of the evaluation thus far, click the Summary section at the left side
menu. Details of any required items missed are flagged.
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Competency Section

Goal Section

tom Comment

Click the Print Current State button for a printable copy of the in-progress ratings and any
comments you’ve entered.

Once the evaluation is completed, click Submit Evaluation. Again, any missed required items
will be highlighted. If all items have been completed and the evaluation is accurate, select
Continue from the popup message. Otherwise, select Cancel to return to previous page.

You're almost done!

Once confirmed, a Success message will appear.

Your evaluation for Caleb Johnson has been
submitted.

Close

NOTE: Once your self-evaluation has been submitted, you can no longer make any changes or
edits. Please do not submit until you are sure it is completed to your satisfaction.

C - Signing an Evaluation

Once your supervisor has completed and approved your evaluation, you will receive an email
notification prompting you to review and sign it. You will be allowed to make additional comments
based on your supervisor’s remarks, if desired. You will be asked to sign your official evaluation.

When ready for action, the signature task becomes Current in the My Tasks section of My
Dashboard. This task resides in the Sign box on the Dashboard, as seen below.

To sign, click on the icon or task title under the Task column:
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My Tasks wews

"] approve & Sign First Approver for Ruben Studdard
] approve and Sign Smoke Test Christmas for Phillip Phillips

%] Approve and Sign Denied Evaluation for Peggy Olson

% | For Employes

* | Related To
Ruben Studdard First Approver
Phillip Phillips Smoke Test Christmas

Peggy Olson Denied Evaluation

Once the Evaluation Signature page appears, click through each Content section to view full

details of the evaluation before signing:

PE Periorm
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NEOGOV

Employees Performance Evaluations Library ~ Positions: Administrative Trainings Reports
After Ratings
Ruben Studdard EVALUATION NAME
HR Analyst First Approver
Rating Summary
Kelly Clarkson otal Score
mplementation Consultant 375 (75%)

[E Rating Details

GOAL SECTION | TEXT ONLY
Goal sectien Goal Section
Competency Section

Curtail the excess use of sick days

@ Kelly Clarkson

Be an inspiring team member to others

@ Kelly Clarkson

Overall Rating

sat. Nov. 15, 2014

Exceeded Expactations / 400

4l Rating Chart
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@ View Other Approvers >

100%

[C]

Enter an elect
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Employees  Performance Evaluations ~  Library «  Positions ~  Administrative ©  Trainings  Reports

After Ratings

Kelly Clarkson
Implomentation Consultant

Rating Summary

EVALUATION NAYE
Numeric Scoring Off

&  Luigi Naguit Total Score
Product Czar

| Goas for the vear Goals for the Year

o)

OUTOF 5

Second Goal Section

Core Competency Section
ife Fi

Sob Specie pactors Goals for the Current Year

Overall Rating

@) Luigi Naguit

ronic signature or draw in your own by clicking Draw Signature:

$ sign

Comments

U DATE
Fri. Nov. 27, 2015

153 out of 381 (401%)

i Rating Chart

GOAL SECTION | AMAZING RATING SCALE | SECTION WEIGHT 31.25 %

(a) very Gooa

ame bel

fow

Luigi Noguit

Enter any comments, and click Submit.

NOTE: Before clicking submit, employees will be prompted with a disclaimer message indicating
that the employee’s signature does not necessarily mean he/she agrees with the contents of the
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evaluation; it signifies that it has been reviewed and has had the opportunity to make additional
comments and/or follow up directly with the supervisor.

NEOGOV PE Perform

Employees  Performance Evaluations

After Ratings

Test Employee EVALUATION NAME DUE DATE
Implementation Consultant Test Tuesday Men. Apr. 15, 2019

Rating Summary

(oD Total Score Overall Rating
HR Analyst 217 (7222%) Exceeded Expectations

4l Rating Chart

GOAL SECTION | TEXT ONLY

I Dt R ponsbiRY Duties & Responsibilities

Core Performance Factors

Job Specific Factors Goals for the Current Year

Overall Rating . New Parson

Once the signature has been recorded, the evaluation is considered Completed and the status will
update accordingly.

D — Journal Entries (optional)

Throughout the course of the year, employees may want to keep note of important
accomplishments, work tasks and/or events that he/she would want to remember to include in
the performance evaluation. They can do this by logging Journal Entries.

To quickly create a Journal Entry, users can utilize the Quick Add menu by selecting the “+"” icon
in the top right of any page within Perform. After you select the “+" icon, be sure to select
Journal Entry.

NEOGOV  PE Perform

My Tasks

Next, select Create a note...

Journal Entries Done

Candice Glover

ENTRIES
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TIP! The user can also immediately select the paper clip icon in order to add an attachment to

the journal entry. Or they can simply select Create a note... then add an attachment as seen in
the screenshot below.

Journal Entries Done

Candice Glover

B I u = = L]

Completed all new hires’ orientations!

Once text or an attachment has been added to the journal entry, the system will auto-save it.
Once complete, select Done.

NOTE: By default, Journal entries are saved as private, so only the creator of the journal entry is
able to view it. For example, if Candice logged a journal entry, then Candice’s supervisor would
not be able to see it. However, HR can view all journal entries within the system.

Journal Entries

Candice Glover

[
=

Completed all new hires' orientations!

Employees may have the ability to edit or delete the journal entry, if security permissions allow.
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Journal Entries + Rating Self-Evaluations

Journal entries will be available for the employee to reference when it is time to rate his/her self-
evaluation. For example, while rating an evaluation, instead of an employee having to remember
a specific event that occurred months back, they would have logged it as a journal entry for
themself.

As seen below, when it is time to rate an evaluation, the employee will have a section on each
rating card for Journal Entries, as long as the employee has used this feature.

NEOGOV [ Perforr GOAL SECTION

? -~ |l
e S Organizational Goals L
¢backtoevaluation detall pa  Rating Total Score 2.67 (66.67%)  Overall Rating Intermediate

Bert Robles
CHIEF INFGRMATION
] TEM WEIGHT: 33.33 ¥
SECTIONS.

Be an inspiring team member to others

Organizational Goals

Agency-Wide Factors A - _
Rating Scale ¥ comments

Job-Specific Factors
B I U & = = @

Development & .
Training ('3 Aavancea

Employee Self-
Reflection

Overall Rating v e
(N/A) Not Observable

B Summary

When Journal Entries is selected, the employee will see the journal entries that they have
logged. If the employee would like to add a journal entry to the comment box for the goal or
competency, they can select Add to Comment Box.

GOAL SECTION
? Organizational Goals

Total Score 2.67 (68.67%) Overall Rating Intermediate

Entry

iis month! He showed alot of initiative and really helped his coworkers
uts of the project

Bert did a grea
out when it

When the employee toggles back to the Rating tab, they will see that the journal entry has been
added to the comment box, as seen below.

SECTIONS wed alot of initiative and really helped his cowarkers

Tip! Employee’s may use the same journal entry for multiple rating items.
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